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APPENDUM 2A

A. Required Veteran Services Entered in TrackOne
Step 1: Once logged in and customer is located, using the “Find Client” search, select the “Service”
screen

icrosoft Internet Explorer

g'mk.@m ' @Work Solutions

Mary Urban - Indy WIA Help Topics About DSI Logout

User Home Case Management

Add New client Find Client [=]
Additional Participant Information

110-60-7245
C M. it

’.‘ Client Home Page

E i Reminders/Tasks County: |.. SELECT - v
E3] 3 Edit Participant Home Phone: I:l
A wark Histary WorkPhone: [ ]
] Enrolime; Application Msg Phone: I:l
(1 Services
[ Goals CellPhone: [ ]
ko] Case Notes Email Address: I:l

1 Credentials Highest Grade Completed: | sElECT-- v|
] Test Results Highest Degree Attained: |.. SELECT-- v‘
&} print 185
E O T84 Forms Unemployment Insurance (UI) Status: |.. SE(FCT-- vl |

Citizenship: | SELECT - v

1 Administrative File Review

Org/Region Information-These values will be automatically assigned by the system

Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

[ Previous } [ Pause ] [ Cancel ]
&) S @ Inkermet

74 start € @~ 7| @k B .. |'@3h|T1 Sereen

User Home Case Management

Add New Client Find Client

Activities @

The client's activities/services are displayed below. The most recent iterms are listed first.
To add a new activity, click the Add New button. To edit an existing activity, click the Action icol
and select Edit fram the menu

szedenik, Princess
111-11-1111
12/25/1980

{ to the desired record

I Case Management
4‘ Client Home Page
E 2] Reminders/Tasks

3 records found.

Begin q Funding A Line Planned End Actual End
® & edit particinant Date Title Stream Service Type Code Date Date

3 Work History

% 173072008 Work w/client to develop ypp g g Employment Flan N2 1/30/2008
23 Enrallment and application f;, jub search D‘ar: 5 ; .
) ; 1-0n-1 Gounseling an . Counssling and Caresr
£3 services R 11/972007 o0 ouneel WiA-adule  Goueel 4 11/9/2007 11/9/2007
(1 Goals #% 11/9/2007 Selfhelp - Assessment - oo o oo oo Informational/Self- ca 11/9/2007 11/9/2007
W Generic Service

\.| Case Motes
(1 Credentials
] Test Results
) Print 155

E [ Ta4 Forms

1 Administrative File Review

&) S @ mmtemet
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Step 3: At the “Add an Activity” page, click the magnifying glass next to Activity/Service Title, this will

take you to

2 https:hwww.trackone

Revised: 02/27/08

available service by funding stream screen.

.com - ClientTrack.Net - Microsoft Internet Explorer

User Home Case Management

Add New Client Find Client

szedenik, Princess
111-11-1131
12/25/1980

Case Management
fl‘ Client Home Page
[ 2 Reminders/Tasks
] 5 Edit Participant
3 Work History
1 Enrallment and Application
] Services
] Goals
\.| Case Motes
] Credentials
] Test Results
) Print 155
[ ] Taa Farms

Activity

To add an activity, enter the following information

Begin Date:*

Activity /Service Title:*

Funding Stream:
Ltine Code:

Service Type:
Provider:

Training Provider ID:

O*Net Title:
Summary Description: |
Status:* |Actlve v|

Planned End Date:* [02/01/2008 |75

atio X

1 Administrative File Review

Actual End Date: l:EI

Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users

Service Notes:

=

2 @ Internet

&

Step 4: In “Category” select the appropriate category according to what services you provided the VET
customer (Most of the time, it’s either “Core Service” or “Staff Assisted”.

let - Microsoft Internet Explorer

 @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home Case Management

Add New Client Find Client
A https: /. trackone in.com - ClientTrack.MET Search - Microsoft Internet Explorer

Szedenik, Prin|
111-11-1111
1z/25/1380

Available Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown], and click Search
to display a list of available services

You can use the Category and Service Type selections to narrow the search. The Service Title box will match all
titles containing the text in the box, for the selected Funding Stream.

Case Management
fh Client Home Page
[ 2 Reminders/Tasks
(3] 3 Edit Participant
Work History
O] Enralliment and A
3 Semvices
] Goals
\.| Case Notes
] credentials
1 Test Results
] Pprint 155
[ ] Taw Farms

©

Click on an item in the list to place the client into the selected service

Funding Stream:*

Category:

|- sELECT -

Service Type: | SELECT -

Service Title:

] Administrative Filg

I ronitoring purposes

&] Done D @ ntermnet

5 @ Internet
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Step 5: Click “Search.” A page displaying “Available services by funding stream” should show. Click on
the appropriate Service Type. You will then be directed back to the “Activity” screen. Note: There are
various services that may be selected for VET services (select most appropriate).

Options v

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search to display a list of available senvices .
You can use the Category and Senice Type selections to narrow the search. The Senvice Title box will match all titles containing the text in the box, for the selected
Funding Stream.

Click on an item in the list to place the client into the selected senvice.

Funding Stream:* _ gF| ECT — -
category:

Service Type: _ SFELECT - -

]

Service Title:

S records found.
Funding Stream

Service Title

Service Type Line Code

WIA-Adult Referral te Employment Staff-assisted - Referral to Employment CE
WIA-Adult Staff Assisted Job Search Staff-assisted - Job Search cs
WIA-Adult Staff Assisted Job Search Workshop - Job Search Cs
WIA-Adult Support Service Referral Resource Directory Referral v
WIA-Adult Other Core Services Staff-Assisted - Assessment - Generic c2
WIA-Adult Other Core Services Workshop - Career Interest or Assessment c2
Core Services Workforce Information Service Staff-Assisted - Labor Market Information (=]
Core Services Workforce Information Service Workshop - Labor Market Information c8
Core Services Worlk Keys Referral Workkeys Referral CK

& Internet | Protected Mode: On 100% ~

Step 6: Once back in “Activity” page, Select “Case Notes” to describe the service provided

N
€ ClentiracNet - Windos nternet xplorer .= o |

‘0 https://www .trackone-in.com/8.2.2/MainPage aspx?PagelD=18&PrimaryKey=LER&ClientScreenWidth=10168ClientScreenHeight=703&InitialContent=&dnitialPage= - g ‘
©Norton 350 =] & = Options ~
B Work Solutions
gunk@lr_ ﬁb

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home W‘ Case Management ]
Add New Client Find Client

WIA Activities-Master
Activity

To add an activity, enter the following information.

Begin Date:™ (92/06/2008 5]
Activity/Service Title:™ [giaff assisted - Referral to Employment | ’f;
Funding Stream: WIA-Adult
Line Code: CE

Szedenik, Princess
111-11-1111
12/25/1380

Case Management
| ’h Client Home Page
[ 2 Reminders/Tasks
| (3] 3 Edit Participant

Work History Service Type: Referal to Employment
21 Enrollment and Application Provider: Indiana WorkOne System
i Services

Training Provider ID: l:l
R S—

O*Net Title:
Summary Description: ‘

] Goals /
lo | Case Notes
] Credentials
] Test Results
] print 155
[ ] TAA Forms

Status:™  Active -
Planned End Date:™ (02/06/2008 |75

Ad atio 0 Actual End Date: l:El

2] Administrative File Review Record Created By:

I Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring
purposes. Please use accordingly. Motes in this field will be viewable by all users.

Service Notes: |:‘Z|

I Done I} & Intemet | Protected Mode: On H100% -
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Step 7: Enter in Case Note: Describe the service being provided to the veteran (for example, working on
a resume, preparing for an interview, or dealing with a VA or Gl Bill question); and, describe details that
show the depth of service being provided to the veteran (for example, jobs/employers to which resumes
were mailed, details about the interview preparation activity, or suggestions for addressing the VA or Gl
Bill questions that were raised).

/& ClientTrack.Net - Windows Internet Explo

[ https://wmwtrackone-in.com/.2.2/MainPage.sspx?PagelD=1&PrimaryKey=LEREClientScreenWidth=1016&ClientScreenHeight703&lnitisl Content= nitislPage= -4l
O Horton 360 @ @ Eratid‘monitoring is.on = Options *

g’!—a@k@m 1 @Work Solvtions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home | Case Management |

Add New Client Find Client

Client Case Notes @

Leddy, Chris The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
232-32-2323 Print box next to one or more case notes you wish to print, and click the Print Selected button.
1/7/1983

NOTE: Once a case note is saved, additional changes will not be allowed.

)
Add New Cancel
“ Client Home Page -

E 2 Reminders/Tasks Print Selected

= 3 Edit Participant

Work History Case Manager Regarding Restriction
(21 Enroliment and Application EEE—
(] Services
1 Goals

.| Case Notes
(1 Credentials
(] Test Results
1 Print 155

[ ] TAA Forms

(1 Administrative File Review

Dane A & Internet | Protected Mode: On #100% ~
— — - —

Step 8: After entering the case note, ensure the spelling and grammar are correct before selecting
“Save”. In “Case Note” page (seen below), select “Save” (may need to scroll down).

3 https:/iwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

T a ?”@wmm

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Hare ]| Case Management ]

Add New Client Find Client Edit Case Note @)=
szedenik, Princess
111-11-1111 Entry Date:* [02/07/2005 |7
12/25/1980 Entered By:

¥ client Home Page
E & Reminders/Tasks
(3] 5 Edit Participant

Domestic Violence Case Note-If checked, Case MNote will be set to Organization Restricted

3 work History Domestic Yiolence Case Note: [
nrollment and application clect a Template ¥

1 Enrollment and Applicat Select a Templat

21 Services S "™ v s B J U = |Forts -5 - | <@,

] Goals

o] tase Notes Case Note

] Credentials
] Test Results
£ print 155

[ ] Taa Farms

1 Administrative File Review

Client Mame: Princess Szedenik

=l 4
&] Done S @ nternet
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B. Service Strategy Development

Step 1: Enter a “Service”

icrosoft Internet Explorer

1/ @Work Solvtions
Mary Urban - Indy WIA Help Topics About DSI Logout
User Horme j\ Case Management j
Add New Glient Find Client [=]

Additional Participant Information
110-60-7845
L T
aty: ]
Case Management State: I:l
4‘ Client Home Page C ty:
[E 2 Reminders/Tasks ounty: |- SELECT-- &
[E3] 3 Edit Participant Home Phone: I:l
& wark History workPhone: [ ]
1 Enraliment and Application Msg Phone: I:l
1 Services
£ Goals cell phone: [ ]
] Case Notes Email address: [ ]

(1 Credentials Highest Grade Completed: | SELECT - vl
(1 Test Results Highest Degree Attained: | SELECT-- v‘
) print 155
B £ TAs Farms Unemployment Insurance (UI) Status: | SEECT - vl —

Citizenship: |.. SELECT - ~

1 Administrative File Review

Org/Region Information-These values will be automatically assigned by the system

Created By Org ID:
Organization Name:
New Region Code:
Old wSa Code:
Date Created:

I Previous 1 Pause ] [ Cancel 7]

&) S @ Internet

‘istart € B~

Step 2:
The “Activities” screen, displays the Customer’s Service Strategy and/or IEP. All Services/Activities

added should be displayed on this screen. In the “Activity” screen, click “Add New” to add an activity to
the Customer’s Service Strategy and /or IEP.

2) https:fiwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

1/ @Work Soletions
Lidria Romero - Indy WIA Training Help Topics About DSI Logout
UssrHome | Case Management
Add News Client Find Client
szedenik, Princess The client's activities/serices are displayed below. The most recent items are listed first
144-11-1141 To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the desired record
12/25/1980 and select Edit from the menu,
I Case Management - Add Hew
/ﬁ Client Home Page 5 s found
records found,
B & Reminders Tasks Title Eunding Service Type Line Planned End Actual End —
N N Service Type
£ 3 Edit Participant Stream Date Date Customerls
et (e % 1/30/2008 Wg'k wé :‘“E[‘t to develop ypa agui Employment Plan nz 1/30/2008
(3 Enrollment and Application - Job search plan § .
£ services f/\ 11/9/2007 é;:;;rgf'a“n"nﬁg”g and  yia-adult g‘i‘;:‘f:;'”g and Career 11/9/2007 11/9/2007 Service
] Goals # Self-help - Assessment - Infarmational/Self-
% 11/9/2007 5 Core Services c3 11/9/2007 11/9/2007 Strate
L] Case Nates * Generic Service gy.
(23 Credentials “ . ”
(ZJ Test Results Seerce Type
£ Print 155 .
& (1 Toa Forms category will
s atio A either list
1 Administrative File Review .
Service
“
Strategy/Name
T
of Activity” or
“
IEP/Name of
P
Activity
&) S & Internet —
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Step 3:
At the “Add an Activity” page, click the magnifying glass next to Activity/Service Title, this will take you
to available service by funding stream screen.

rack.Net - Microsoft Internet Explorer

1 @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home Case Management

Add New Client Find Client

szedenik, Princess
111-11-1131
12/25/1980

Activity

To add an activity, enter the following information

Case Management Begin Date

/¥ client Home Page Activity /Service Title:* | &_

[ 2 Reminders/Tasks Funding Stream:
] .& Edit Participant
Work History
1 Enrallment and Application

Ltine Code:
Service Type:
Provider:

3 Services Training Provider ID: |:|
] Goals

- R E—
] Credentials O*Net Title:

] Test Results Summary Description: |

) Print 155 Status:* [ Active 5

[ ] Taa Farms

Planned End Date:* [02/01/2008 |75
atio 2 Actual End Date: l:El

1 Administrative File Review Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users

Service Notes:

=

& S @ Internet

Step 4: In “Category”, select the appropriate “Category” and/or “service type” in the drop down menus.

User Home Case Management

Add Mew Client Find Client

, M 3 https:/Awwnw. trackone in.com - ClientTrack.MET Search - Microsoft Internet Explorer
Szedenik, Prin|

SEReEEE N Available Services By Funding Stream
1z/25/1980
Select the Funding Stream (only the ones for which this client is currently eligible are shown], and click Search
to display a list of available services

You can use the Category and Service Type selections to narrow the search. The Service Title box will match all
titles containing the text in the box, for the selected Funding Stream. ] @.-(\

Case Management
/l‘i Client Home Page
[ 2 Reminders/Tasks
(3] & Edit Participant
Work History

Click on an item in the list to place the client into the selected service

1 Enrollment and &4 Funding Stream:* HEET=
£3 sarvices Category: |- SELECT - v/
1 Goals Service Type: | SELECT - v|

- case s serviceTile: [
] credentials
1 Test Results

] Pprint 155
[ ] Taw Farms

] Administrative Filg

I ronitoring purposes

&] Done D @ ntermnet

& 5 @ Internet
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Step 5: Click “Search.” A page displaying “Available services by funding stream” should show. Most
times, either Category “3” or “6” is chosen. The page below displays the service types under “3
Intensive- Sign. Staff Assist.” Choose the best that applies by clicking on the service type.

A https:ffwww.trackone-in.com - ClientTrack.NET Search - Microsoft Intermet Explorer, ?\

Avai

able Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search to display a list of available services

You can use the Category and Service Type selections to narrow the search. The Serwvice Title box will match all titles containing the text in the box, for the selected
Funding Strearn.

Click on an iterm in the list to place the client into the selected serice

Funding Stream:™* [ 5E ECT - M

Category:

Service Type: | SELECT - b

L 1

Service Title:

16 records found.,

Funding Stream Line Code

Service Title

Service Type

W1A-Adult Employment Flan wiork w/ client to develop job search plan [T
WwIA-Adult Employment Flan ISS/IER Reveiw & Update Session k3
wIA-Adult Employment Flan Initial IS5/1EP Development Session N2
WwIA-Adult Short Term Prevocational Training Short-term Prevocational Training - Generic e
W1A-Adult Zhort Term Frevocational Services Short-term Prevocational Services - Generic NP
WIA-Adult Relocation Expenses Relocation Expenses - Generic Itermn/vendor MR
WwIA-Adult Internship/Cooperative Experience (Adult) Internship/Cooperative Exp (Adult) - Generic 14
WIA-Adult work Experience (Adult) wiork Experience - Generic o1

Caomprehensive Assessment 1-on-1 Counseling - In-depth assessment session A

g Comprehen up seling - ment re: T ed HA
WIA-Adult Comprehensive Assessment 1-on-1 Counseling - Assessment results reviewed NA
WIA-Adult Other Case Management Services Budget Counseling for training Nl
WIA-Adult Other Case Management Services Budget Counseling - General 'R
WIA-Adult Other Case Management Services wiork wé client to customize LMI research N1
WIA-Adult Counseling and Career Planning 1-0n-1 Counseling - Customer Crisis/Issue e
WIA-Adult Counseling and Career Planning 1-on-1 Counseling and Career Planning n4
O
&] Done S @ Internet

Step 6: After selecting, TrackOne will revert to the “Activity” page. Some entries may be automatically
filled in, but you must complete all other asterisked items. Click “save”

szedenik, Princess
111111111
1278100

Case Managemenl
2} Chent Home Page

B 2 RomindorsTasks

i & edit participans

[ ] TA4 Forms

ol Intarnel Explo

) Adrmirstrative File Revew

To add an acthity, antor the following information

Lidria Romero - Indy WiA Training  Help Topics About DS1 Logout

Begin Date:*®

Actlvity/Service Title:®

Funding Stream:

Line Code:
3 Work History Enrvicn Typo:
'; Enroliment and Application Prouider:
T Swrvives g Provider 10: [
o e kel S—
.| Case Notas
12 Cradentials O*Net Jitle:
(20 Test Results Summary Description: [
T Print 155 Stotus:* [Actve

Planned End Date:™ -.|

Actual End Dalu:
Record Created 8y:

Service Notes-A noles held 1= prowded for any ustification, rstionsle or detaled miomation necessary for mondonng puiposes.
Please use accordingly. Motes in this field will be viewable by all users.

@Work Solstions

Swrvice Nules:

¥

L]

Total Expended:
Creoted Data:

-
) Print 155 | Historical Data
Bl ) TA Forms OFNet o (read-only):
= client Intake site:
) Administrative Fila Review Provider Name:
Case Mar Namo:
office Nama:
WEA:
Tatal Houre:
Total Obligated:
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Step 7: Case Note
After saving in the

Uzer Home Casze Management

Add New Client Find Client

t Team Revised: 02/27/08

“Activit

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Enreliment and Application

szedenik, Princess
111-11-1111
1z2/25/1980

/I\ Client Home Page
E & Reminders/Tasks
3] 5 Edit Participant

Wark History

=3 Enrollment and Application

] Services

] Goals

lo| Case Notes

] Credentials

=] Test Results

&) print 155
E ] Tas Farms

The list below displays the client's enrollments/applications. An enrollinent is autornatically created when a Core Service is
created for & new client. To create an application for Intensive Services, select the Create Application option frorm the Action
menu next to the Enrallment record. To edit an existing application, select Edit Application. Use the Accounts menu itern to
attach ITA or Suppartive Serices accounts to the enrollment. Use Monthly Contacts and Follow-Up to recard reqular contacts

with the client
Case Management

1 records found.
Participation Date

ﬂ 11/9/2007

w

Exit Date

Interviewer

App. Date
11/9/z007

Organization
Goodwill - 5t. Joe

Eligibility
Adult

Region

Danielle Gyuriak 0z

] Administrative File Revie

a Done

[% ® Internet

Step 8: Click “Add New” to add a new case note to the customer’s Service Strategy

ttps:fhwww. trackon

<

Usger Home jl Casze Management

1

szedenik, Princess
111-11-1111
12/25/1980

'ﬁ Client Home Page
E i Reminders/Tasks
3] & Edit Participant
work History
1 Enrallment and spplication

] Test Results
2} Print 155
[ ] Taa Forms

] administrative File Review

Add New Glient Find Glient Client Case Notes )

3 records found.,

&) SoriEs %View .} 2/7/2008  Lidria Romero test Unrestricted
1 Goals %VIEW ] 2/5/2008  Lidria Romero IEF Review & Update Unrestricted
|o| tase Notes ,

£3 Credentials @View O 2/5/2008  Lidria Romero Service Strategy- ©Me on ONe Counseling Unrestricted

om - ClientTrack.Met - Microsoft Internet Explorer

1/ @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
Frint box next to one or more case notes you wish to print, and click the Print Selected button

NOTE: Once a case note is saved, additional changes will not be allowed.

Add Mew Cancel
Print Selected

Case Manager

Regarding

@ Done

é . Internet
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Step 9:

In the “Edit Case Note” screen, the “Entry Date” and “Entered by” will automatically be filled in by
TrackOne. In the “Regarding” box, the case note entered should be titled: “Service Strategy/Name of
the Activity.” Example: “Service Strategy/Staff Assisted Job Search”, “Service Strategy/TABE”, or
“Service Strategy/ Scheduled for Product Activity.” Follow procedure manual for Case Note material.
Click “Save” when done.

3 hitps:/fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer ‘:”E”z‘

Fruach g " @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home Case Management

Add New Client Find Client Edit Case Note @ o
Szedenik, Princess
111-11-1111 Entry Date:* [po7o00g e
12{25/1980 Entered By: [T ;
ing:*
I Case Management 4 Regarding; | |_
4} Client Home Page
B ] Reminders/Tasks Domestic Violence Case Note-If checked, Case hote will be set to Organization Restrictad
M 3 Edit Particinant
3 Wark Histary Domestic Violence Case Note: [
(1 Enroliment and Application Select a Template v
(1 Services Y v BT U Efe -5 @,
] Goals c N
._;J Case Notes ase Note
(1 Credentials Client Hame: Princess Szedenik
(] Test Results
i Print 155
[ ] T84 Farms
I A atio 3
(] &dministrative File Review
O
Note-Additional changes to this case note will not be possible after it is saved l
=i

&1 rinne Al B Torernet
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C. IEP

Follow Steps 1-7 in Section B. In Step 5, on the page displaying “Available services by funding stream”

choose the correct “Service Type” and click “search.” The page displaying the service types is displayed.

Choose the best Service Type that applies.

Step 8: Click “Add New” to add a new case note to the customer’s IEP

2 https:/fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

' @Work Slvtions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
Uszer Home jl Case Management W
Add New Client Find Client Client Case Notes @
szedenik, Princess The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
144-11-1111 Print box next to one or more case notes you wish to print, and click the Print Selected button.
12/25/1980
NOTE: Once a case note is saved, additional changes will not be allowed.
I Case Management %] [ﬁ
Add Mewr Cancel
"n‘ Client Home Page
E & Reminders/Tasks Print Selected
(3] 3 Edit Participant
work Histary 3 records found. e v o d. Boctrict]
ase Manager egarding estriction
|1 Enrollment and &pplication n
21 Servicas %View O 2/7/2008  Lidria Romero test Unrestricted
1 Goals “Pyiew [ 252008 Lidria Romera IEF Review & Update Unrestricted
.| tase Notes 1
| el %View O 2/5/2008  Lidria Romero Service Strategy- ONe on ONe Counseling Unrestricted
2] Test Results
2l Print 155
[ ] Taa Forms
lE atio 2
2] administrative File Review
&] Done S @ nkemet

10
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Step 9:

In the “Edit Case Note” screen, the “Entry Date” and “Entered by” will automatically be filled in

by TrackOne. In the “Regarding” box, the case note entered should be titled: “IEP/Name of
the Activity.”” Example: “IEP/On-the-Job Training”, “IEP/Customized Training”, or “IEP/
Occupational Training.” Follow procedure manual for Case Note material. Click “Save” when
done.

3 hitps:/fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer ‘:”E”z‘

Fruach g " @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home Case Management

Add New Client Find Client  F R\ G-
Szedenik, Princess
111-13-1111 Entry Date:* [o07/2008 |
YD Entered By:

ing:*
Case Management 4 Regarding:* |

/l" Client Home Page
[ 4 Reminders/Tasks
M 3 Edit Particinant

Domestic Violence Case Note-If checked, Case Note will be set to Organization Restricted

3 ‘Work Histary Domestic Violence Case Note: [

(1 Enroliment and Application Select a Template v
— seriies G% v o B ] U S Foks v |5 E,

] Goals

] case Notes Case Note

] Credentials
(] Test Results
i Print 155

[ ] T84 Farms

I- atio &

(] &dministrative File Review

Client Mame: Princess Szedenik

O
Note-Additional changes to this case note will not be possible after it is saved l
=i
&1 rinne Al B Torernet

11
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D. Additional Assessment

Follow Steps 1-9 in Section” B” to enter a “Service”. In Step 5, on the page displaying “Available

Revised: 02/27/08

services by funding stream” choose the correct “Service Type” and click “search.” The page displaying

the service types displays. Choose the best Service Type that applies.

Step 10: After clicking “save” in the “case note” page, and to record a TABE, WorkKeys, or CASAS Test,

click on “Test Results.

User Home: Case Management

Add New Client Find Client

szedenik, Princess

12/25/1980

| Case Management & |
/h Client Home Page

E |2 Reminders/Tasks

(] 3 Edit: Participant
3 Work History
2] Enrallment and Application

] Test Results
] print 155
E ] Tas Forms

(1 Administrative File Revigw

”

rosoft Internet Explorer

Client Case Notes

3 records found.,

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
111-11-1141 Print box next to one or more case notes you wish to print, and click the Print Selected button

NOTE: Once a case note is saved, additional changes will not be allowed

Case Manager Regarding

1 Services %view O 2/7/2008  Lidria Romera
(3 coals Byiew [ /52008 Lidria Remero
l| tase Notes >

3 Credentials %Vlew O 2/5/2008  Lidria Romero

test

IEP Review & Update

Service Strategy- OMe on ONe Counseling Unrestricted

Print Selected

Unrestricted

Unrestricted

&1

Step 11: Click on “Add New”

User Home Case Management

Add New Client Find Client

Szedenik, Princess
111-11-11131
1z/25/1980

I Case Management
/h Client Home Page
[ 2§ Reminders/Tasks
2] 3 Edit Participant
Wark History
] Enrollment and application
1 Services
] Goals
.| Case Notes
] Credentials
] Test Results
) print 155
E ] Tas Forms

Client Test Results

Test Name

Iz atio 5

] administrative File Review

Description

B D D nernet

 @Work Solvtions

Lidria Romero - Indy WIA fraining Help Topics About DSI Logout

This is a list of assessment tests administered to this client. Click on Add New to record new test results, ofick the Edit
itern fram the Action icon to change a specific record.

Grade Level

&

B D @ ntermet

12
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Step 12:
In the “Test and Test Result” page, fill in all appropriate fields. Click “Save.”

2 https:/fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

i  @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Uszer Home jl Case Management W
Add New Client Find Client ’ n

Szedenik, Princess Test and Test Results
111-11-1111

12/25/1980

Identify the test the client took along with the results of that test

WIA Youth Literacy and Numeracy Gains Measures:

I Case Management 20 Test names marked with {¥) can be used to assess literacy and numeracy skills for the WA Youth performance measures

/Y client Home Page Test names marked with (Y-ESL) can be used to assess English literacy skills for English as a Second Language (ESL) youth
B 2 Remindars/Tasks far the WA peformance measures.

£ 3 Edit Participant Far the performance measures, youth must be given a pre-assessment within 60 days of enrolling in WA, and a post-
Work History assessment within one year, and once a year thereafter while they are participating in ¥WlA.

|1 Enrollment and &pplication
21 Services Test Name:* |3

L Goals Test Type:* [ SElECT- v
| Case Motes Date:* l:ll‘

] Credentials
{3 Test Results Score:

2l Print 155 Grade Level: I:l
O

[ [ TAA Forms Passing/CGompetent: l

¥

I . . Description/Comments:

2] administrative File Review

Save | | Pause Cancel

&] Done By O @ Inkernet
Ep————_ & |

E. Product Activities: Record in TrackOne
Follow Steps 1-9 in Section” B” to enter a “Service.” In Step 5, on the page displaying “Available

services by funding stream” choose the correct “Service Type” and click “search.” The page displaying
the service types displays. Choose the best Service Type that applies.




